Duties of the Reporter

Reporter Practice
Create a plan!

Step 1

· Write down the date of the event on a calendar. Count how many days until the event and develop a plan for completing all of the required tasks. Keep track of all dates on this calendar throughout the steps.

Step 2

· Decide on the type(s) of media to use.

Step 3

· Decide on deadlines for when information will need to be collected and sent to a media source.

Step 4

· What materials will you need to meet these deadlines? (people, information, photos, etc.)

Step 5

· What resources will be required for the materials?

· People to write, draw and collect information

· Money to pay for supplies, postage, printing, and other costs

· Information, including final planning details, speakers, topics, locations, etc.

Step 6

· Decide when you need each of these resources. Describe in writing to volunteers and committee members what to do, also include a deadline.

Step 7

· Send out your stuff to the appropriate media outlets and watch your club become recognized.
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